EH Workflow — Supervisor & DAS Profile Set Up

1. Loginto Employee Self Service (ESS)

Address @ https: ffmis,doe. govfess/
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2. Once a main page — move mouseto CHRIS/ PeopleSoft on menu bar, then to Access
CHRI S/PeopleSoft and click
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3. At the“Connect to CHRIS / PeopleSoft” page click on the “Connect to CHRIS’ button
(if you get an error message, close the window, back to the Connect to CHRIS and click again, you
should be able to access thistime).

Address !:;E:I https :_,l'_,l'_rﬂis._dc-[a_.g!:_uz,l'_eis_ffn?u:_u_r_e,l'(_ZHEIS_u:u:-nn_eu:tu:ur.u:Fm?s_kn_a}.-'=59241Eu

| employee self service welcome Page |What's New | Feedback | Change password | FAQ | Links | Dg

Review | Update | ,CEEL, | Traiming | 1op | Top | Mcop [ermwins] ATA

Text-only menu

Connect to CHRIS/PeopleSoft

Tou can now access your CHEISPeopleSoft account through Employes Sel
entering a separate password in order to inthiate and approve actions through
process HE actions and training requests.

HNOTE: You can only access your account through a workstation located at a
cotmected wa DOEMet This feature is not available through vour home inte
{ex. AOL, Comecast, Adelphia, etc.)

[ Connectta CHRIS ]

4. Onceinto the CHRIS system, click on:

CHRIS Workflow

Search:

| | &

[+ iy Favarites

[» Help!

[ CHRIS Woarkfl ow

— Change hy Passwaord
— My Personalizations

Training
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B & E

Menu
Search:

®

[+ My Favaorites
[ Helpl

 CHRIS Wiorkflow
[ Training
— Change My Passwiord

— hly Personalizations

Setup
Menu B E
Search:

|®

[+ iy Favorites
[ Help!
=~ CHEIS Workflow

= Training
[ Training Requests
[ Setup
[= Inguire
— Change hy Fassword

— hly Personalizations

Empl Training Workflow Profile

Menu B E

Search:

®

[> My Favorites
[ Help!
=~ CHREIS Warkflow
= Training
[ Training Reguests
— Empl Training YWorkflow Profile
[+ Inguire
— Chande hly Password
— My Personalizations
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5. You will get one of two screens possible — If thisis the screen — Click the yellow “ OK”

Search:

| ® e

[ Wy Fawvarites

[ Help! . .
< CHRIS Workilow Flease verify your profile, since your Sub-Agency workflow process does not match yours.
= Training
[ Training Requests
= Setup Ok Cancel

— Empl Training

Workflowe Prafile
[ Inguire
— Change by Password
— My Personalizations

If thisisthe screen —gotostep#6 below

Empl TRWF Profile

EmpliD: 11111 Name: Your Last Mame, First Mame M|

DOE Element searched for Approver lookups below: EH &

Workflow Routing

Workflow Rale  SF-182 Role Skip Appraver
‘Step1: [Ox
‘Step:
‘Step3: 1
‘Stepd: F [Q‘
*Steph: [Ox

6. DASsgotoitem#7in instructions
Supervisors - At the Profile page, you will:

- Step 1 —Click on the magnifying glassicon, thiswill produce alist of Level 1
approvers, click on your immediate supervisor (DAS) for “ Approver 1”

- Step 2 — this should be greyed out and the “skip” box checked, if not click on the
“skip” to enter a check mark whichwill change the SF182 status to “N/A”
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- Step 3 - click on the “Skip” box, thiswill enter a check mark and change the SF182

status to “N/A”

- Step 4 —Click on the magnifying glass and select Kevin Kelly of Planning and
Administration (EH-7) for “Budget”,

- Step 5 - Click on the magnifying glass and select Donna Chapman-Turner as “Trng
Proc”

Empl TR WF Profile

EmpliD: 11111 Name: Your Last Mame, First Name M|

DOE Element searched for Approver lookups helow: EH Q

Workflow Routing

Workflowe Role  SF-182 Role  Skip Approver
‘Step: [Q
‘Step2:
‘Stepd: 1
‘Stepd: F [Q‘
‘Steph: [Q

Sampleof Completed Profile:

Empl TR WF Profile

DOE Element searched for Approver lookups helow: |EH Q

Workflow Routing

Workflow Role  5F-182 Role Skip Approver

*Step: [Q Wour immediate supervisor here
‘“Step2: \ Both boxes checked

‘Step3: :

"Stepd: [ |20 Kellykevin MmN

“Steph: [Q Chapman-Turner,Dionna C

Proceed to item #8 in instructions
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7. DASs - At the Profile page, you will:

- Step 1 — Click on the magnifying glassicon, thiswill produce alist of Level 1
approvers, click on select Kevin Kelly of Planning and Administration (EH-7) as
“Approver 1"

- Step 2 — this should be greyed out and the “ skip” box checked, if not click on the
“skip” to enter a check mark whichwill change the SF182 status to “N/A”

- Step 3 - click on the “Skip” box, thiswill enter a check mark and change the SF182
status to “N/A”

- Step 4 — Click on the magnifying glass and select Kevin Kelly of Planning and
Administration (EH-7) for “Budget”,

- Step 5 - Click on the magnifying glass and select Donna Chapman-Turner as“Trng
Proc”

Empl TR WF Profile

EmpliD: 11111 Name: Your Laat Marme, First Mame M|

DOE Element searched for Approver lookups below: EH Q

Workflow Rowuting

Workflows Role  SF-182 Role Skip Approver
‘Step1: [Q
‘Step2:
‘Step3: F
‘Stepd: F [Q‘
*Steph: [C{

Sample of Completed Profile:

Emplip: 12345 Mame: TOUF Rame here |

DOE Element searched Tor Approver lookups below: EH 2 |

Warkflows Role  SF-182 Role Skip Approver

“Step1: | ) L Kl KEvin MM

"Stlepz: | I ™. Both boxes checked
*Slep3;| Moner:

"Stepd: . \ LS kel kevin minN

"STeps: 2 Chapman-Turner,Donna ©
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8. Once you have completed this process
- Scroll down to bottom of page
- Click on Ydlow “SAVE" button at bottom left of page
- When you see the word “SAVED” appear/flash in the upper right corner of the page,
the “ Setup” process has been completed.

Y ou can now create and have approved training requests.
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